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BUC GUIDELINES 
C27 Registering as a Charity Online  
(03 /201 2)  
 
These notes are offered as guidelines by The Baptist Union Corporation Limited to provide 

information for Baptist churches.  

These notes can never be a substitute for detailed professional advi ce if there are serious 
and specific problems, but we hope you will find them helpful.  

 

If you want to ask questions about the leaflets and one of the Baptist Trust Companies are 
your property trustees, you should contact them.  They will do their best to help.   

 
If your church property is in the name of private individuals who act as trustees they may 

also be able to help.  
 

This guide to charity registration takes you through the process of registering your church with the 

Charity Commission using their online application form.    You must use the online form to register; the 
Charity Commission no longer accepts paper applications.   

 
Churches that work with children must have a child protection policy before registering.  

 

Your church only needs to register as a charity if your annual income exceeds £100,000.  The Charity 
Commission will not accept voluntary applications from churches with incomes below this level. 

 
OVERVIEW OF WHAT YOU WILL NEED  TO DO 

 

This leaflet takes you through the steps needed to reg ister your church with the Charity Commission 
using their online application system.  You will need to be able to access the internet to register.  The 

steps are: 
 

1. Preparation  ï gathering the necessary data for registration  

2. Opening a User Account  

3. Entering details about your church , about what it does, and about the trustees 

4. Submitting Documents to the Commission  

Churches only need to register their gross annual income exceeds £100,000.  Gross income means all 
the money the organisation has received in a financial year from all sources, including: 

¶ Grants; 

¶ Gifts; 

¶ Income from sales of goods and services; 

¶ Fundraising; 

¶ Interest on investments;  

¶ Capital that the t rustees can decide to spend as income (this figure is calculated before deduction 
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of any costs or expenses); and 

¶ Income from any special trusts.  

It ex cludes:  

¶ The receipt of a loan by the church; 

¶ Loan repayments to the church; 

¶ Money received from the sale of investments and fixed assets; and  

¶ Gains or profits on the sale of investments and fixed assets. 

If your churchôs income was over Ã100,000 last year, but it is normally much less than that the Charities 

Act does require you to register, but you can apply to the Charity Commission for a determinat ion that 
you need not do so.  Their helpline number is 0845 3000218.  The Commission has said that it is 

sympathetic to receiving such requests.  Your request is more likely to be granted if you can show that 
your annual income was less than £80,000 in each of the three previous years, and explain why your 

income in the previous year was exceptional ï usually as a result of receiving a legacy or a large grant.  

STEP 1 ï PREPARATION  

In this step you will need:  

¶ The last set of accounts for your church;  

¶ You will also need the following information from each charity trus tee: 

o Name (first name and surname);  

o Address; 

o Date of birth;  

o Any previous name, including any previous married name.  If a trustee has more than 

one previous name, you will need to know which name was given at birth.  

o An email address for any trustee who wishes to be added to the Charity Commissionôs 
mailing list for general information updates.  

¶ When you collect this information, you should ensure that no individual is disqualified or barred 

from being a charity trustee.  It will be sufficient to ask each cha rity trustee to formally confirm 

that they are not disqualified.  Some people are disqualified by law from acting as charity trustees, 
including: 

o Anyone who has been convicted of an offence involving deception or dishonesty, unless 

the conviction is spent;  

o Anyone who is an undischarged bankrupt; 

o Anyone who has previously been removed from trusteeship of a charity by the Court or 
the Commissioners for misconduct or mismanagement;  

o Anyone who is under a disqualification order under the Company Directors 

Disqualification Act 1986; 

o Anyone under 18 years of age. 

¶ You are also advised to complete and sign the Trustee Declaration prior to submitting the online 

application.  This needs to be signed by all charity trustees.  You may find it convenient to obtain 
the signatures when you are at a regular meeting of the charity trustees.  As you will need to 
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collect the above data from each trustee, it is worth getting this document signed in advance.   

You can download the Trustee Declaration from the Charity Commissionôs website: 

http://www.charity-commission.gov.uk/Library/guidance/cc5ctext.pdf 

However, you can wait to be sent a pdf document following your submission of the online form.  

GUIDANCE ON COMPLETING THE TRUSTEE DECLARATION  

All Baptist churches should leave the first box about corporate trustees blank.  This is the case even if 
the Baptist Union Corporation or another Baptist trust corporation are your property trustees.  This 

question is about managing or charity trustees, not property trustees.  

1. Working with Children: You should tick box C. 

2. Working with Vulnerable Adults: This question is aimed at those charities which provide care 
services to vulnerable adults and most churches should leave it blank.   

You should insert the total number of charity trustees in the box.  

You should make a list of trustees, printing their names and then asking each one to sign their name 

next to the printed name.  

STEP 2: OPENING A USER ACCOUNT  

From the internet go to:  

https://www.charitycommission.gov.uk/officeforms/OLARPortal.ofml  

This will take you to the screen below:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You might like to read more about usin g the online registration service, including details of how to get a 

larger font size, and how to navigate around the forms.  To access this, click on the ñFor information 

about using this serviceò link. 

 

 

 

 

 

http://www.charity-commission.gov.uk/Library/guidance/cc5ctext.pdf
https://www.charitycommission.gov.uk/officeforms/OLARPortal.ofml
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To register your church with the Commission, you wi ll need to create a user account.  To do this, click 
the ñEnter this serviceò button on the right hand side.  This takes you to the screen below.  The first 

time you use this service, you will need to apply for an account by clicking the button in the midd le. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This will take you through to a screen which asks for your email address.  Enter your email address in 
the box provided and click OK.  At the end of the application process the Charity Commission will use 

this address to acknowledge your application for registration.  

A new screen should appear which will confirm that your user account has been successfully created, 
and that a password has been sent to the email address you supplied.  It may take several minutes for 

this to arrive.  Clicking ñOKò will take you back to the entry screen. 

When the password arrives, you can again click ñenter this serviceò, but this time select the top option 
on the Log On screen.  Enter the email address that you supplied previously, and then the password 

that you have been sent.  You can copy and paste this if you wish.  Then click ñlog onò. 
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You will be taken back to the original screen, but you can now see the top right has changed to show 
that you are logged in with your email address as the user name.  

To move onto Step Two, and start entering details for your church, click the button on the left ñApply to 

register a new charityò. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The information that you input will be saved as you progress through the screens.  You do not have to 
complete the whole application in one sitting.  Once you have completed the first six screens you will 

receive an application reference number.  When you have received this number you can save the form 
at any time and come back to it another time.   You can also go back and amend your application 

before you submit it.  
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STEP 3a: ENTERING INITIAL DETAILS FOR YOUR CHURCH  

You have now started the process of entering th e data that will be used for registration.  

SCREEN ONE: Contact for registration application  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You now need to add the details of the individual who will be the contact for the process of registering 

the church with the Charity Commission. 

You should enter your title, by clicking on the down arrow and selecting the appropriate title.  If the title 
is ñOtherò, enter it in the box below. 

Then enter your Personal (Christian) Names(s), and your Family Name (Surname) in the box below.  

You can also enter any Honours or qualifications as they appear after your name, if you wish.  

The Preferred Name will be created by taking title, Christian name and Surname.  If you wish you may 
enter an alternative name here.  

To enter the application contactôs address, enter the postcode and click on the ñSelect Addressò button.  

You should then select the right address from those offered by clicking on it.  If the correct address 
does not appear, you can type the data into the address fields below.  Enter your tele phone number(s) 

and your email address. 

Click on SAVE to move onto Screen Two :  
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SCREEN TWO: Your organisation  

 

 

The second screen asks for two pieces of information:  

Organisation name:   This should be the name that you have entered on the Approved Governing 

Document.  If this name does not include the geographical location of the church then this should be 
added. 

Date Governing Document came into effect:   For óDate Governing Document came into effectô 

please put the date of the church meeting at which you r church adopted the Approved Governing 
Document. 

Click on SAVE to continue onto Screen Three.  
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SCREEN THREE: Eligibility for Registration  

 

 

Churches who are registering should answer the following questions:  

¶ YES.  Baptist churches are governed by the laws of England and Wales. 

o YES.  Churches registering now will have incomes over £5,000. 

¶ YES.  Churches with incomes over £100,000 were previously excepted from the requirement to 

register, but now need to do so.  

If your income is less than £100,000 you are s till excepted from the requirement to register with 
the Commission.  In this case you should enter No to the final question.   

Click on SAVE to move onto Screen Four . 
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SCREEN FOUR: Governing Document 1 

 

Charities can be governed by a range of documents.  Most Baptist churches should click ñConstitutionò 
and then click on SAVE to move onto Screen Five . 
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SCREEN FIVE: Approved Governing Document  

 

 

This screen asks whether you have adopted an Approved Governing Document.   

You should simply click the ñYESò button.  

When you do so, two other menu items appear.  

You need to select BAPTIST UNION OF GREAT BRITAIN from the drop down box that appears.    

To the question óHave you changed objects, trustee remuneration, dissolution clause or power or 

amendment?ô you should answer ñnoò.  It is highly unlikely that you will have amended these clauses.   

The relevant clauses are those numbered 2, 20, 28 and 27.  If you have altered them you should click 
óyesô.  
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STEP 3b: ENTERING DETAILS OF YOUR CHURCH  

SCREEN SIX: What you need to do now  

You should now have been taken to a generic screen which provides you with a reference number for 
your application, and outlines the next three steps which will request all of the details that the 

Commission needs to register the church.  After these three steps, you will have the opportunity to 

review and print the data you have entered before submitting it to the Commission electronically.  

Click ñNextò to move on to submitting details about the church. 

SCREEN SEVEN: Your organisationôs names 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Main Name will have been brought forward from the name submitted at the beginning of the 

process.  You may also add another name or acronym. 

Click ñNextò to move onto Screen Eight . 

 


